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RECORDS AND REPORTS SECTION 

 

INTRODUCTION 

 

 This section of the Manual contains the procedures for most of the records and 

reports maintained and utilized by the office of the Resident Engineer. 

 Any proposed major deviation from the policies and procedures outlined in this 

section of the Manual should be discussed with the Division Engineer, Roadway and/or 

Bridge Construction Engineer, or State Construction Engineer before being implemented. 

 

PUBLIC RECORDS 

 

 All project records except the Project Diaries, which include the Inspector’s Daily 

Reports and the Engineer’s Weekly Summary, are public records.  Project Diaries 

become public records once the final estimate has been paid, therefore, Project Diaries 

shall not be provided to the contractor or general public until the final estimate has been 

processed by the Construction Unit.  Requests to review the Project Diaries shall be made 

in writing to the State Construction Engineer.  As public records, the project records can 

be viewed by anyone during normal work hours.  The Federal Highway Administration 

(FHWA) has the right to view any project records pertaining to a specific federally-

funded project.  Exceptions to the review policy for Project Diaries, including Inspector’s 

Daily Reports, can be made by the State Construction Engineer. 

 Anyone desiring to view public project records must make such request in writing 

and outline the specific records they wish to view.  They should not be allowed access to 

the files.  Records shall not be viewed except in the presence of a Department 

representative to ensure nothing is added to and/or removed from the records. 

 The Public Records Act further provides that the person having custody of public 

records shall furnish any person certified copies of public records upon payment of 

prescribed fees.  If, in the discretion of the Department, the records requested are found to 

be a large amount, to the extent copying cannot be readily accomplished, the Department 

may release the documents to a bonded copying service for copying.  Before release to 

any such service, permission should be obtained from the State Construction Engineer.  

The requestor is responsible for making arrangements with such a copying service, and 

payment for any copies.  

 As an exception to the Public Records Act, any confidential communications 

between legal counsel and the Department are not considered to be public records.  The 

State Construction Engineer should be consulted if there is any question regarding 

making records available to the public. 

 

Confidential Information 

 Normally, a document submitted by a contractor to the Department becomes a 

public record under North Carolina General Statutes (N.C.G.S.) 132.  However, N.C.G.S. 

132-1.2 excludes certain information that is considered to be confidential.  N.C.G.S. 

132-1.2 (1) lists the four conditions that must be satisfied for information to be deemed 

confidential, and therefore not subject to disclosure pursuant to a public records request.  

The four conditions are as follows. 

1. Constitutes a "trade secret" as defined in G.S. 66 152(3). 

2. Is the property of a private "person" as defined in G.S. 66 152(2). 
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3. Is disclosed or furnished to the public agency in connection with the owner's 

performance of a public contract or in connection with a bid, application, 

proposal, industrial development project, or in compliance with laws, regulations, 

rules, or ordinances of the United States, the State, or political subdivisions of the 

State. 

4. Is designated or indicated as "confidential" or as a "trade secret" at the time of its 

initial disclosure to the public agency. 

 

 An example of documentation that could be considered confidential information 

is the contractor’s bid documents to support a claim for non-recovered fixed cost as 

provided in Standard Specification 104-5(C).  If the four (4) conditions as set forth under 

N.C.G.S. 132-1.2(1) have been met, then the Department would not disclose this 

information pursuant to a public records request. 
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UNIFORM FILING SYSTEM 

 

 In order to properly administer a contract, each Resident Engineer must have a 

filing system that is consistent with good business practice.  It must be such that a 

particular project record can be found easily and quickly.  It is also necessary that a 

system be utilized that lends itself to a quick review by other Engineers.  Therefore, the 

following system should be used on all projects. 

 In many instances it will be necessary to further subdivide the folders indicated in 

this section.  Any further subdivision is at the option of the Resident Engineer.  The 

folders listed in this section are the minimum that should be used, when applicable. 

 

CONTRACT DOCUMENTS 

 

 This portion of the project files contains all contract documents and is separated 

into the individual file folders as shown below. 

 

Contract - This folder should contain the Contract, Progress Schedule(s), 

Preconstruction Conference Reports, Final Inspection Report, Acceptance of Project 

Letter(s), and the Federal-Aid Agreement Estimate. 

 

Supplemental Agreements - This folder should contain approved Supplemental 

Agreements and/or Force Account documentation. 

 

Subcontractors - This folder should contain all requests for and approval of 

Subcontractors. 

 

General - This folder should contain all other documents, such as field plan inspection 

reports, estimates of quantities, etc., that pertains to the contract but do not fall into any 

other category. 

 

CORRESPONDENCE 

 

Correspondence - Division and Construction Unit - All correspondence from the 

Division and/or the Construction Unit should be filed in this folder unless it pertains to 

one of the subjects listed below. 

 

Correspondence - Contractor - This folder should contain all correspondence to and 

from the Contractor. 

 

Correspondence - Claims - Correspondence from the Contractor, the Division, and the 

Construction Unit regarding the individual claim should be placed in the respective 

claim's folder.  Cost records received from the Contractor should be promptly verified 

and also placed in the respective folder.  A separate file folder should be created as each 

notice of intent to file a claim or claim is received from the Contractor. 

 

Correspondence - Submittals - This folder should contain all correspondence regarding 

submittals from the Contractor.  Correspondence pertaining to receipt of the submittal, 

transmittal for approval or acceptance, correspondence from other units regarding the 

submittal, and transmittal of the approved or accepted submittal to the Contractor should 
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be placed in this folder.  The Resident Engineer should establish a system to track 

submittals as they are received from the Contractor, transmitted for approval or 

acceptance, and returned to the Contractor upon approval or acceptance. 

 

Correspondence - Railroads - This folder should contain all correspondence, 

agreements, etc., pertaining to railroads that may be involved with the project. 

 

Correspondence - Right-of-Way - This folder should contain all correspondence 

concerning rights-of-way, including right-of-way agreements, agreement/reclamation 

plans for borrow/waste pits, municipal agreements, etc. 

 

Correspondence - Utilities - This folder should contain all correspondence concerning 

utilities, including utility agreements and utility conflicts. 

 

Correspondence - Resident Engineer - This folder should contain all correspondence 

originating from the Resident Engineer's office which does not fall within the above 

categories.  When the Resident Engineer answers correspondence received, the file copy 

should be attached to the correspondence being answered. 

 

Partial Pay Estimates - This folder should contain all partial pay estimates paid to the 

Contractor, including all backup information that supports the quantities shown in each 

partial pay estimate. 

 

Final Estimate - This folder should contain all information the Resident Engineer 

accumulates during the construction of a project that he feels will aid him in the 

preparation of the final estimate.  This file would also contain the Resident Engineer's 

copy of the letter of transmittal and the paid final estimate. 

 

CONSTRUCTION REPORTS 

 

Erosion Control Reports 

 

Other Reports 

 

TEST REPORTS 

 

Scale Checks, etc. - This folder should contain all scale checks, certifications of ready 

mixed concrete plants, list of approved ready mixed trucks, etc.  The Resident Engineer 

should also document annually that all scales utilized to establish the weight of materials 

for payment are approved by the Department of Agriculture as required by Article 106-7.  

This file should also include the Resident Engineer's independent check of the 

weighmaster accuracy as outlined in Article 106-7 of this Manual. 

 

Materials Received Reports - This folder should contain the Resident Engineer's copy 

of all Materials Received Reports, with invoices, bills of laden, certifications, etc. 

attached.  If the Material is not received in HiCAMS, the notation “Not Received in 

HiCAMS” should be noted in the heading with the date.  Test Results are associated to 

the Materials in HiCAMS and do not need to be printed and attached.  
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Concrete Cylinder, Density Tests, etc.  A separate folder for each material that 

requires sampling and testing should be maintained.  All test reports for components that 

relate to the item should be included in the folder.  Test reports on Independent 

Assurance samples would be filed in the back of the same folder as the job control 

samples. 

 

Job Mix Formulas - Asphalt Concrete 
 

Mix Designs - Concrete 
 

INSPECTOR'S REPORTS 

 

QA/QC Laboratory Reports 
 

Daily Asphalt Roadway Inspector's Reports 
 

Daily Concrete Inspector's Reports 
 

CONTRACTOR'S PAYROLL DATA  

 

 This section of the files would be used only on applicable federally-funded 

projects and should contain sufficient file folders to clearly separate all payroll 

information.  Copies of payrolls submitted by the Contractor are to be retained in this 

section of the files. 
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CORRESPONDENCE 

GENERAL 

 

 Correspondence concerning any phase of construction must be made a part of the 

project record and maintained in the project files. 

 The Division Engineer should receive a copy of all correspondence originating 

from the Resident Engineer's office.  The State Construction Engineer and Roadway 

Construction Engineer should receive a copy of all non-routine correspondence 

pertaining to construction matters that originate from the Resident Engineer or Division 

Engineer's office. 

 

Exception: 

Copies of letters indicating the limits for the use of inmate labor, copies of Contractor 

submittals, letters transmitting concrete mix designs, copies of Contractor erosion control 

plans, routine erosion control inspections, and materials supplier lists forwarded to the 

Materials & Tests Unit should not be forwarded to the State Construction Engineer and 

Roadway Construction Engineer.  Borrow and/or waste site reclamation plans should be 

forwarded to the Roadway Construction Engineer, but not to the State Construction 

Engineer. 

 

 The Bridge Construction Engineer should receive a copy of all correspondence 

pertaining to structure construction matters on a project.  In addition, the Division 

Engineer, State Construction Engineer, and Roadway Construction Engineer should be 

sent a copy of all appropriate non-routine letters received by the Resident Engineer from 

the Contractor.  These can be transmitted on an information basis only or with 

recommendations if appropriate. 

 All correspondence received by the Resident Engineer from the Contractor 

should be promptly acknowledged within seven to ten days to the Contractor, in 

writing, as to its receipt.  This acknowledgment may either contain a reply to the 

Contractor's correspondence or advise him that he will receive a reply at a later date.  All 

answers to written requests by the Contractor should be given in writing. 

 Any request from the Contractor received by the Resident Engineer should be 

immediately acknowledged and should be forwarded, if appropriate, to the Division 

Engineer along with the recommendations of the Resident Engineer.  The Division 

Engineer should, if appropriate, forward the request and the Division's recommendations 

to the appropriate unit. 

 Several sections of the Specifications require the Contractor to make written 

requests or statements to the Department of Transportation on construction matters.  

These may involve extra work, requests for additional compensation, delays to his 

controlling operations, etc., and should not be taken by the Resident Engineer or his staff 

as a reflection upon them.  These letters are a requirement of the Specifications and are 

necessary for the Contractor to receive consideration of his request. 

 Non-routine correspondence from the Contractor, such as requests for 

additional compensation, time extensions, etc., should be documented in the project 

diary. 
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 All correspondence from the Resident Engineer to the Contractor should be sent 

to the Contractor's main office unless otherwise requested by the Contractor.  Copies may 

be sent to the Contractor's project manager or superintendent if deemed appropriate. 

 Any discussions with the Contractor where decisions were rendered relating to 

payment for work performed, method of construction, etc., should be addressed in writing 

to the Contractor documenting this discussion.  An entry in the Project Diary is not 

sufficient in itself because the Contractor does not have access to the Project Diary until 

after payment of the final estimate and thus cannot take exception to the entry. 

 When writing internal correspondence within the Department, such as a letter to 

the Division Engineer, copies should not be sent to the Contractor or any of his 

agents.  The Resident Engineer should have no direct correspondence with a 

Subcontractor or supplier.  The Contractor should be advised of any information 

requested by or necessary for the Subcontractor and it is the Contractor’s responsibility to 

advise his agents as he determines necessary. 

 

CORRESPONDENCE BY EMAIL 
 

 The use of email has become a growing source of communication between both 

the Resident Engineer and the Contractor and the Resident Engineer and other 

Department offices.  Email is a great tool to use for communication as it does provide a 

written form of documentation, but it is often used to request and provide information in 

an expedient manner.  In such cases, the information provided is often not concise and 

clear to the recipient, which could result in a string of emails going back and forth.  This 

could be eliminated if the email is treated as a formal letter, making sure all appropriate 

information is clearly provided, instead of a “casual” exchange of information.   

 Email that is received regarding a specific project is considered correspondence 

and should be handled in the same manner as formal written correspondence.  A hard 

copy should be filed in the appropriate file folder and a written response should be sent to 

the original sender and any other person(s) deemed appropriate.  Although email is 

electronic correspondence it is still subject to the Public Records Act regardless or not if 

it is printed. 

 Keep in mind that email is electronic correspondence, it can be modified, and 

therefore follow-up formal letters are strongly suggested.  In addition, if correspondence 

such as letters and spreadsheets is being sent via email, it should be sent as a pdf file or a 

scanned document.  Note that pdf files and scanned files cannot be modified. 
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TIPS FOR CORRESPONDENCE 

 

General Correspondence: 

 All correspondence received by the Resident Engineer from the Contractor should be 

promptly acknowledged to the Contractor in writing as to the receipt within 7 to 10 

days.  The acknowledgement may contain a reply to the Contractor’s correspondence 

or if additional investigation is needed advise him that he will receive a reply at a 

later date. 

 Minutes of project construction meetings should be completed within 7 to 10 days of 

the meeting.  The minutes should be addressed to the Contractor and copies sent to 

the Division Engineer and meeting attendees.  

 All answers to written requests by the Contractor should be given in writing. 

 Provide detail when referencing the Specifications.  Provide detail of the specification 

cited in correspondence as it pertains to your response (i.e.  If the Contractor’s claim 

is not submitted in accordance with Article 104-8, tell him specifically what is not in 

accordance with the specifications, such as “You failed to submit cost records within 

seven days of the end of your weekly period.”) 

 Catalog correspondence in Resident Engineer’s Project files.  Create a list of the 

subjects and dates of the correspondence contained in the file folder.  The list should 

be placed in the front of the file folder.   This is helpful when reviewing a claim and 

researching files for specific information. 

 Make sure correspondence is sent to all parties responsible for subject information 

(i.e. Roadway/Bridge Construction Engineer, Project Inspector, etc.). 

 The State Construction Engineer should receive a copy of all non-routine 

correspondence pertaining to construction matters that originate from the Resident 

Engineer’s office, specifically issues regarding claims, project progress and 

significant changes in project plans. 

 The Resident Engineer should document non-routine correspondence from the 

Contractor, such as requests for additional compensation, time extensions, etc. in the 

project diary. 

 Any discussions with the Contractor where decisions were rendered relating to 

payment for work performed, method of construction, etc. should be addressed in 

writing to the Contractor documenting this discussion within a week of the 

discussion. 

 

Correspondence by Email:   

 You may respond to a Contractor via email, but if there are successive emails 

regarding the same issue, you should begin corresponding with a formal letter and 

reference the previous email(s). 

 All answers submitted to the Contractor via email should be followed with a 

formal letter or a hard copy of the email should become a part of the project file.  

 If you are going to send the contractor correspondence such as letters and 

spreadsheets via email, it should be sent as a pdf file or a scanned document.  

Note that pdf files and scanned files cannot be modified.  
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EXAMPLE CORRESPONDENCE 
 

The following are example letters that may be used during the course of the project. 



Example 1 
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FIELD MEETING FOLLOW-UP 



 

Example 2 

RR-11 

 

CLAIM RESPONSE 
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Example 3A 
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CONTRACTOR’S REQUEST FOR INFORMATION (RFI) 
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Example 3B 
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DEPARTMENT RESPONSE TO RFI 
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Example 3B 

Attachment 
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Example 4 
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RESPONSE TO CLARIFICATION REQUEST 



Example 5A 
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NOTICE OF INTENT TO FILE A CLAIM 
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Example 5B  
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ACKNOWLEDGEMENT OF NOTICE OF INTENT 
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Example 5C 
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RESPONSE TO NOTICE OF INTENT 
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Example 6 
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TOTAL COST CLAIM 
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Example 6B 

Total Cost Claim 
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Example 6C 

Total Cost Claim 
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Example 6D 

Total Cost Claim 
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